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A. Space Acquisition, Assignment, a» ft Pieposition 


<Qmi fflfciaf . Administrative Services, is charged with 
the responsibility for Agency »**<» planning, acqui- 
sition, assignment, and disposition, ewtept as other- 
vise specified la sppreprlate CIA Regulations. 
Negotiations normally should not he mde by operating 
activities without prior notiflootion to and approval 
by tbs Chief, Administrative Services. 


( 2 ) aeousets for the eealgament or aequioition of r eel 
oros^ty by permit* lease, purchase, or construction 
^n haaade in eilisg to the Chief, administrative 
Sm ices, by Office Seeds or their designated repre- 


sentatives. CIA Sfcgulaticm Bo , 

with when the acquisition requires 
CaamdUee approval. 


]w£ 

"Pro. 


will be cosjslied 


>ject Review 


( 3 ) The Chief, Administrative -iervices, will be notified 
is writing of assigned or leased epees which my be 
r eleas ed by & CIA activity. 
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u) Bequests for the erohenge of space between two or 
acre activities of CIA will be mde to the Chief, 
Administrative Services. 


B. Utilities 

All requests for mtUiUee, with the sneeptlon of those 
required in buildings controlled by the Geaerol Services 
Administration end telephone mad teletype servi ces In w» 
departmental arm (See CIA Regulation Mo. |), will fee sub- 
mitted to the Real latatc and Construction »i vial or,, 
tratlve Services Office. Ordering of mash services from 
utility companies will be done only by the Administrative 
Services Office. 
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1* SEAL ESTATE AM CQHSTSBCTlON 


A. Acquis! Ucm of Real Property 


(I) 


Requests for the acquisition of mi property including 
wm-mAm, lim, permit, wxi construction* requests for 
nwowtioM, alterations, Improvements, and »latanaace 
«f other than departmental Rpcee will ho submitted in 
■wwraadwa or on Fox* 36 - 7 , "Requisition for Suppiiae, 
Efmipsnt or Service" in duplloate to Chief, AdmiMatra- 
Attention; Beal Estate and Construction 
Division. Such requests shall contain the following: 


{a} Approval of respective office heed or Ms 
designated represents tire. (Signature on 
original only is required.) ^ 


(b) Indication of project or allotment against 
which the obligation, if any, will be charged. 
(See CIA Regulation when Project Review 
Caawittoe action is required.) 


(o) Description of requirement Includin g jmrpose, 

quantity and type, location, period of occupancy, 
«md other information sufficient for intelligent 
review or implementation and documentation for 
record. 
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{d) Kegotiafcione if eqy, which have boon taken prior 
to sinking tho request. 

h&wo of laid vidua 1 most familiar with the request 
in tie requesting office, to he contacted by 
A&dnisirative Services in connection with the 
requirement. 


B. Assignment, Release, or Exchange of Space 

the as s i gnm e n t, release, or exchange of space 
will fee submitted in duplicate memorandum or Iona so. 36 - 7 , 
Requisition for Supplies, Equipment or Service,* to Chief. 
.Administrative Services, Attention: Seal Satate and Con- 
struction Division. Such requests eball contain the 
foHoid.Bg: 


Approved For Release 2(3UJ;UJyUb :• CM^P54-001 77A0002000301 1 6-1 

- 1 


Approved For Rek 


1-RDP54-001 77A0002000301 1 6-1 


&BKBUL IKTSLLICB^CE ACBSCI 


micmm mmutmu sm 


(*} 3mm m A(l)(a) abov . 

(fe) Quantity , type, location of space involved. 

C«) Bate space to la rail .eased will be available. 

(<t) Umatrmi date of assignment or exchange of space. 

(c) Justification for assignment, release, or 
«*ebe«ge, including the number of personnel 
involved and other information sufficient for 
Intelligent disposition of request. 

C. Frocureaent of Utilities 


(1) **P**«ts for all atmties, with the exception of those 

Jf 4 bUil ?i £ !® controlled by the General Services 
IdalBl at ration and telephone end teletype service in the 
deearteental atm tsmm pti i ®r 


depertaentel area {See CIA adulation So. 
fee submitted in samorsndua or on form So. jc-y, "i^eouis 
tlon for Supplies , Squipaent or Services,* in duplicate 
to the Chief, Administrative Services, Attention* Seal 
Estate end CJoastruetioB Division. 


i , will 
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2. fnprm WTHT.W.HCP miirt** S - hrrcPiw*T (Also ser Procedure 

legislation JSo. | k 


A. Maintenance of and Alterations to Building® Assigned to or Lmaed by C±A. 

(X) ill reqis»«t« for ronov ticne, lnetalletl on®, «nd reimbursable 

asintanance service® required in buildings assigned to or lesred 
** * r : * ^ 1 ^ tha Chief, administrative Seryice®. 


{2) fteqttMis for maintenance service® of a non-relsburaahle nature 
a»j he submitted to the Building Service# Officer by telephone 
or as otherwise appropriate. 

b. Hf>V#0 


Weqiests for moving of o p le«» or other activities will be aads in 
writing to the Chief, ^dn*lBi stmt-ire *ervic«e. 

C. Barking Spaces 

(1) Allotments of parking spaces will he made in blocks by tha Chief 
Administrative Services, to r.r* activities for reassifmcnt to * 
individual employee®. Office heads will report to the Administra- 
tive Services Office the aesirment of narking spaces to individuals. 

(2) The Administrative Services Office is rsenonslble for the 
inspection and nei i eiur of narking areas, 

f*'* Telephone and Teletype f-errfre 

(11 Hecments for telephone end teletype service® will be wads to 
the Chief, AdHlni^trative- -ervice®, in writ 1nj% A mini sum 
peilod of three days for change or initial installation of 
telenhorsc service is required, 

(2) Homiest® to utility Connies for telephone end teletype service® 
within the %s?hirrtcm area will be wade only by the A hairdo tr tive 
‘Vrvicea Office. " 

Cefet*r1wH 

Thr Aisi^tr-tive Services Office is responsible for liaison with 
‘ v rn *' -n i' *-wiic«f , A nc,, in connection with cafeterias operated by 
** °rp»ni3Eatior. in CIA buildings. *>?!w«w«tions or cnapla-nte in 
connection with thr~e cafeteria® will be wide to this office. 
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F. Tnetallatl on of Hot ?l*t#e 

(1) Hot plat**® *ay not be used in CU. buildings without the prior written 
approve! of the Chief, Adeini sirs tlve Services. 

•2) *<» funds ere avelable to provide adequate protective installation# 

at prtr rnwont expense for ron-feaaard-'-is hot plate use. x here is bo 
objection, however , to orovidinr a r®-son#>-le number of such inotalls- 
tlons "t the moms* of the user®, «t>or«x f aately *15.00 per instellation. 

(3) the c hinf, Administrative Sendees, is charred with the prooer 
enforcement of this Remlstlon. 

0. Reporting of Occidents Invrlvinc Personal Injuria® and Property Usaage 

to the Public Hilldl r>g# Service. 

(1) Quoted below is a aeao'ondnm received from the Office of Building# 

«*megewent, Public Buildings Service, General Service* Adailni strati om 

Report# of Accident® Involving Personal 
Ttjurlee and Property L ‘aaage 

“Fi nee the enactment cf the Federal Tort Ci«i ms r C f,. « number of 
claim# have been filed with the Public Building® Service covering 
personal injurl.ee allegedly due to accidents occurring in buildings 
which we operate and maintain. InveatigatJ one have disclosed that 
many of the alleged accident# were reported to the Chief Clerk or 
other I dad ni strati ve officer of the Agency housed in the building, 
but wore not reported to th* Ouerd of Ice cr to the Building Super- 
intendent's Office. 


"The ! «blic Building Service is res oneible, in most cases, for 
consideration of these claim#. ** would appreciate your cooperation, 
therefore, in dire cting year represen tatives, both in the Metropolitan 
Area of Washington 1 * • 

property dsmasre am 


, tc report all accidents Involving 

personal injury occurring within buildings operated 


, r V ’ — J v "awuil WWJ.vJ.hJM tiff© bjpr'J ~m\r' 

end maintained by the Public Buildings Service to the Building Super- 
intendent's Office of to the 'luard Office, Such reports should be 
aade as promptly nr possible eo that a full investigation may be nsde 
while the facts are still fresh in the minds of the witnesses and the 
ev'dence is still at hand.* 1 

(2) All accidents involving property damage or personal injuries occurring 

wH ♦’.K 4 "I *4 4 w* * i iff s * I 1 I * 


wjL XX Ijnij 


within bui ld< ncs used by CIA in Washington „ iU w 

Immediately reoorted in writing to the Chief, Administrative Service# . 
for forwarding to the Public Buildings Service. 
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2, BU.wiM* /<K7 •TTILTrikS - I)FR*RTWF1ITAI- ARFA 

A. Alterations ard Installs t ' oas in <■ / Buildings 

(1) Requests for alterations' end installations 'r 'mild ir.ge assigned 
to or leased, by Cl* within the depariaentsl ares, will be submitted 
authorised officials to the Chief, Attain! stra five &errlces, on 
For ■» bo, 36-7, "Requisition for Supplies, Fquipment or - errice", 
or by memorandum in duplicate, Hynatire la required on the 
original only, 

i ■ (?) . Bequests should contain specific information end .lusti flea tier am 

to the type of serwi.ee required, and ah' uld be augmented with draw- 
ings or sketches if prrctieable, Personnel to be contaced in 
regard t c the work should also be indicated, The Building 
Maintenance ard utilities 1*5 vision, Administrative- Services Office, 
will prewi.de comp tent engineers when required and will assist 
in the planning of any project if desirable, 

(1) Requests involving the physical security of an area will he 

forwarded to the I 1ST for recommendation® or approval prior' to 
action by the Administrative ferwicea ffice, 

(h) 
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B, Building Maintenance 3©rv ices 

(1) Maintenance services wy be obtained from the Bui Hint- bervicea 
Officer *-y te t -phone or as otherwise appropriate. This service 
consists or' nea-reiajbursabl e reouests such an the replacement 
of light bulb®, broken steps, broken window glass, Unclean, 
locks and vr : . ndeerr or doors, etc. The Building fervieae Officer 
will not be contacted in r- gar-d to alterations, installations, 
r.r requests requirin'- reimburses* nt by CIA, 

€, office and Equipment Moves 

(l) Requests for of ice or equipment moves will be sabnltted on *orn 
tin, 36-7 or by memoranda* in duplicate to the Building Maintenance 


The Building Maintenance and Utilities *'! vision will forward to 
the requesting office two copies of the work order subedited to the 
General Services :dalnl strat i on for the work to be performed. One 
cor.y of each s.ich work order I I be cert 5 fled and returned 'to 

the Building Maintenance and It ill ties Division after co»Dl<*t: on 
of the project. 
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and litmtlw CivieiOB, .* Jains ©trail ve Service* Of fine. Information 
regardl ng buildings sr4 rooms fron and t- which moves are desired, 
masher of personnel and telephone changes involved, quart! tie® of 
safes &f.d other heavy equipment tf he moved, end other pertinent 
information should be Indicated on such request*. 

( 2 ) Requests for moves should be forwarded to the Building Maintenance 
and Utilities Pi vision a® far in advance as pos- Ibis, as normally 
a ari ni sum of three days is required to arrange for moving servl car. . 

(1) Moving boaee and Identification tars fcr furniture car- he obtained 
by telenh onl ng t he Building Maintenance and Utilities JHvision, 
p xtensi onl 


B. Parkier >-p*ces 

(1) The Chief, Maini stars tive B#rvicea , allots parking spceR to tit 
Office® on the basis of oereonn**! strength, These perking spaces 
stre ssslraed in blocks of n*t»i rs on lots adjacent to the building 
in which the particular Office is located, if possible. 

(2) Park! nr stickers are Issued for each assigned space, ant duplicate 
stickers ar* obtainable upon written request for drivers in oar 
pools. Such stiekers will be displayed on the windshield* of all 
cars parked in assigned parking spaces. 

(1) Smnl cymes desiring parking spaced will apply for same to their 
respective Administrative Officer. 

(li) Office heads will report to the Administrative Services Office 
the individual parking space e*slraaents taa.de t giving the name 
and telephone asters* os of employee » number and location of ep«e«, 
iri the year, ssko, model ar. 1 license number of the vehicle in 
each In* tsr.es . 

{$) employee® who have , ot boon assigned parking spaces should 

not park in C '• parking spaces. Also, the gu»dre*a?le in fr* nt 
of the AdaiBietrsdion Building is racorvod for visitors to the 
Adainl atretion Building area, and toe parking spaces in thie 
area should not be used for any other purpose, ^authorised 
parking in official CH parking spaces will bo reported to the 
Offices to which the offenders ar-? assigned for adsaini strati ve 
action ns deemed appropriate* 
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R* Telephone at ! Teletype ferric* 

(1) Bequests for telephone serviceB will be directed to the ideslnis trail re 
Services Office by weaoranduai or Fora So. 36-7 in duplicate. 

Indicating the t me of service desired, the building and rooms in 
which service is to be loco ted, and the individual tr be contacted 
for details concerainf the request. The Chief, Telephone Branch 
will upon receipt of saw , conduct such surveys a? required and 
detaraSca the type of Installation west economical and beat suited 
for adequate service. 

(2) Bequests f cr teletyq * e errioee w Hl be prepared in the n»me wr mer, 

but routed to the Ccsmo-^. , .itnwl , Off for approval prior to suhsdaWibEGIB 
to the Administrative Services Cffiee tor proeureaent of the service. 

F. Hot rlntes 

(1) Hot plates or coffee makers are considered to be personal con- 
veniences and therefore the expenditure of governaeah funds for 
Installation of sane, which must be done in accordance with safety 
codes, cannot be perwitted, 

(2) H. quests for hot plate Installations at the expense of the users 
nay be made in writ ice to the Chief, Administrative Services. 

Upon approval, the Building Maintenance end Utilities U viol on will 
obtain an ©atlaated cost fV-a the General ^ervicea Adainietration, 
at which tdae an apreatarnt will be signed by the requestor certifying 
that payment will bcatsda by certified cheek or cash upon dementi -:ptm 
completion rf the ia; tallatio®. Upon receipt of such agrrawot, the 
Building Maintenance and Utilities Division shall rubai t a w rk 
request to the General Services A bsinietrrtian, who will sake a 
check of the poser circuit for capacity, and install a special 
wall receptacle and a fireproof base for the hot plate anit. ipem 
receipt of the vouchor froe? the General, fervicee &d®iM strati on 
nrf f cat r*p the actual, cost of the installation, paysont will be 
requested fro® the requestor and turned over to the Finance Office 
for aubmlseior. to the Treasury Department* 
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it, REPRODUCTION (See Procedure Repletion Number I 
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A. Authorisation to Request Reproduction Services 

in order to implement effectively the reproduction program 
for the Agency, each Office head will appoint an individual 
or individuals, OS- 7 or above, to be responsible to him for 
the authorisation of reproduction services. The names of 
these authorised persons Must be submitted in writing to 
the Chief, Administrative Services, who will also be informed 
in writing of any subsequent changes in the persons so 
designated. 


B, Process - Copies 

The heavy demands upon CIA reproduction facilitlee make it 
essential that the persons authorized to sign requests famil- 
iarize themselves with each type of reproduction service 
available, the time required for each, and the relative cost, 
so that the most efficient and economical process will be 
selected end the number of copies to be reproduced kept to 
a minimum. 


C. Submission of Requests for Reproduction afork 


B» 


*11 requests for reproduction work, when properly signed, will 
be submitted to the Chief, Reprod uction Divis i on. Administrative 
Services Office, for processing. 


Requests for Reproduction Equipmei 


Requests for all types of reproduction equipment will be 
submitted thru the Chief, Reproduction Division, Administrative 
Services Office, end the Advisor for Management, with statement 
of justification* 
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Rescinds 


1 April 1951 


z hftnr*i nrnTi * » 
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A. General Inscription of Services Available 

%e Reproduction division is a service set up and staffed with 
technicians to handle and answer all questions and problems 
concerning methods and processes of reproducing or duplicating 
various types of material for the entire Agency. Xn their general 
classes, the following methods ami processes of reproduction are 
available j composing, drafting, offset printing, cutting, punching, 
padding, perforating, binding, mimeographing, dittoing, graphotyping, 
addresso, raphing, photostating, oaalid, color photography, photo- 
graphic copying, photographic printing and enlarging, identification 
photography, microfilming and mass production of photographic prints. 


B. Submission and Processing of Requisitions for Reproduction Services 
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(1) Reproduction services can be obtained by filling out ^orm 36-2, 
"Reproduction Requisition" in triplicate (white, pink and blue). 
This fora lists the various services, and needs onl to be 
filled in by the requesting office and signed by ar. authorized 
emplo yee of the office as set forth in CIA Regulation Humber 


(2) Upon arrival in the Reproduction division, the request is 

reviewed and assigned a job number. The blue copy of the 
requisition indicating the job number is then r i turned to 
the initiating office, ^his copy will be kept until the 
job is completed and delivered so that reference concerning 
the progress can be obtai ned by calling the Reproduction 
Division (extension! and giving the job number that 
has been assigned. 

(3) At such time as the finished work is deliver®! to the requesting 
office, the original of Fora 36-2 will be signed in the space 
provided, evidencing receipt of the job, and returned to the 
Reproduction division. 

(Ji) Requests for reproduction of new or revised forms will be 
forwarded to the Management Analysis Office for approval 
prior to submission to the Reproduction Division. 


WCUTtW 
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